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W E E D E D L O T S 
F i l e s c o n t a i n r e c o r d of ca l l s r e c e i v e d a n d d o c u m e n t s 
f o r e a c h c a s e a c c o r d i n g to t h e law as o u t l i n e d in 
t h e A n n e A r u n d e l C o u n t y C o d e . 

C O M M U N I T Y F I L E S * * 
F i l e s a r e a r r a n g e d b y c o m m u n i t y / r o a d w a y s w i t h i n 
A n n e A r u n d e l C o u n t y . C o n t a i n s c o r r e s p o n d e n c e 
p e r t a i n i n g to a n y and all a c t i v i t i e s o c c u r i n g in e a c h 
c o m m u n i t y i n v o l v i n g the ' D e p a r t m e n t ( i . e . t r e e s , 
s t o r m d r a i n s , s i d e w a l k s , - g r a s s & w e e d s , 
e n c r o a c h m e n t s , e t c . ) 

M A I N T E N A N C E M A N A G E M E N T 
R e c o r d s c o n s i s t o f p l a n n i n g , s c h e d u l i n g a n d 
r e c o r d i n g r o a d m a i n t e n a n c e w o r k . C r e w Day C a r d s 
a r e p r i n t e d f o r e a c h m o n t h , f i l l e d out d a i l y a n d 
u s e d t o p r e p a r e f u t u r e w o r k p l a n s / c o s t s . 

S N O W k I C E C O N T R O L O P E R A T I O N S * * 
F i l e s c o n s i s t o f s t o r m w a r n i n g s ?.nd w e e k e n d 
f o r e c a s t s , c i t i z e n ca l l s f o r a s s i s t a n c e , c i t i z e n c a l l s 
f o r n o t i f i c a t i o n o f h a z a r d o u s c o n d i t i o n s a n d s t a t u s 
r e p o r t s f o r e a c h s t o r m . 

* * C o n t a i n s o r i g i n a l i n f o r m a t i o n / m a t e r i a l no t 
f o u n d in ?„oad O p e r a t i o n s A d m i n i s t r a t i o n 

f i l e s . 

R e t a i n 7 y e a r s , t h en 
d e s t r o v 

R.etain 50 y e a r s , then 
d e s t r o v . 

R e t a i n 7 y e a r s t h e n 
d e s t r o v 

R e t a i n 7 y e a r s , t h e n 
d e s t r o v 

ScracLue Accrovee Ov 
Seccrcs Management Officer 

UAIA 

Scneauia Aaorovea sy 
d i e t Aammtstraave Qtf.CBr 

iqnaava 

Scr.ecuie Aocrovea ov 
Agerte/. zr Clvisicn "eoresentanve 

Sereouie Aocrovea Cv 
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TCVUCD RfCOR* SERIES, FORWARD vtfTH RECORDS AfiTENTtON 

IZZ-iZ<'0 UCt i l ' 
DEPARTMENT OP GENERAL SERVICES 

RECORDS UANAGSlENT OWWlCN 

Ml BOX 273 • JQSUP. UARTIAND 28TM 

:• 94 iU : ri>: Mr, . 0 05 P . Qi 

AGENCY RECORDS INVENTORY J 

Piot 1 Of 4 J 

t. oenumfomAOiNcr 

DPW/Road Operations 

1 DJVWQN 1331,1332.' 1333, 
1334, & 1335 

1 UNIT ' | 

BCTMnON - Rwsrtft 5wta» - A grew •* riteM raoortt naniarr n*4 iM mad M t nut It rtftf**c* u VMI n nrttnton w * dliBMMM «nrp«t«a. 

Weeded Lots 

1. &ARUCST YEAR / UrETEST YEAR 

1 RECORD SERES DESCRIPTION fSriafy omatem IM typw of iriormaarfdninMaittm fauna ut n* S«m. ineuas mi oupon or taction of ite Swwi 

Files contain record o f calls received and documents relative to each case according 
to the law as outlined in the Anne Arundel County Code. 

7. RECORD m u FORMATS 

OCLanrSa* a Uicnrtm 

QCLaoB) 3<2« aCampu*r«« 

a Earn Beat a ncccrOte 

a Auato T M a V U M r « t 

L RECORD SERES SEQUENCE 

If W M t t 

0 M M 

0 CwtimuM 

a Qmwnm 

1 VOLUME 

a Uicnraa Rw (I) 
• Coaouw T«M (f| 

l f 0 OOMffSMBM 

Numosr 

1*. ANNUAL ACCUMULATION 

a Ukmta RM (t} 
9 Canon* Taowis) 

^ a ottofSo^tt 

Numowr 

i i . n u is USED 

dC Darfr a WMUy a Worn*, 

I t RUStCmraMACTMAFTO 

1 a UOMMtt cK TMAll 

11. CUM2>rr L0CAnON(S) (Sldo. AMT. Room) 

Each of^ the five Road 
C -Dera t t ona District Yards 

14. IS RECORD m i J DUPLICATED ELSSWHERET (If m WMrr wjtfKr <x afflcit 

n tt. df Ms 

15. ACCESS REETRICTJ0M8 (If ym. oil 4 raguauontsl 

O X T « Fieedom of Info. Act No 

11. AUOfTRIWREHIRTt ~ 

BXNOM a stn a F * M « a iracwmn 

17. tt AN INDEX SYSTEM USEB7 (U r«, «Ctan arattr nd 

a Ha 

11 RECQMMOIOED RETENTION 

7 Years 

11. NAMEAND TITLE OF PREPARER 

Diane McGeehan 

2B. TELEPHQMI NUMBIR 

222-7045 

tL 3ATE ! 

May 3 . 1994 1 

30S MOU /Bp 1 1 V7R 



'Uhi . IjJUKK.i-HibHIjJHYS !'EL : 4 I Q -

REVISED SECOND SIME3. FCRWMO WITH AECCRD1 HETCHTIQN 
2 2 2 - 7 3 6 6 Oct 05 

RECORDS UANAGSiENT DIVISION 
7S3WUSAAQMMO 

•ajoxaj-jtaap. (ttwvuc a m 

' 9 4 1 0 : 0 9 N o . 0 0 5 P . 02 'Uhi . IjJUKK.i-HibHIjJHYS !'EL : 4 I Q -

REVISED SECOND SIME3. FCRWMO WITH AECCRD1 HETCHTIQN 
2 2 2 - 7 3 6 6 Oct 05 

RECORDS UANAGSiENT DIVISION 
7S3WUSAAQMMO 

•ajoxaj-jtaap. (ttwvuc a m 

i. omumramAOOtcr l OMVOM 1 VJMT 

QEniOltOM . I h m i Strim - A group of W M imr t i nortn*ly (0*4 art omO aa t uait fdf ronwMca n wait n rtttMflpti atf dtooaflioo agree***. 

Community Files 

S. IARU8ST YEAR / LATETDT TEAR 

1970m 1094 

t RECORD s&Otl DESCRIPTION (amr)y ooiedo uit types at \rtamwuoN4xui\\**wm founo in mt 3 m . inouot int eurgeto or function si a » Sxwi 

Files are a r ranged by community/roadways within Anne A r u n d e l County and contain 
correspondence relative to any and all activitiea occuring in each community involving 
the Department. 7 8 

7. UCQftfl OWES FORMATBJ 

9^ Lonar sat • MoDttn 

OC Uotf Sta a Canputor raeo 

a Sound BOM a Fleecy Dick 

O Auote r a a Vtaoo T « M 

B Otwr <GNTRT>> 

ft. RfCORO SERn StOUENCE 

a 

o 

o 

9 cmr(APK«rt. 

t VOLUME 

5+ 

a Coaouur Ttoo T») 
a Q0« (Spotty) 

Numoor 

10. ANNUAL ACCUMULATION 
a omhv (i) 
a MfenAn Root <t) 
a COHCUOY TINTI) 

1+ 
NumMr 

n. N U N used 

a Wo*u? O UWtf 

1i ALE BECOMES tNACTTVC AFTER 

50 9 Momrm) $ f*mb\ 

11. CURRENT LOCATION(8) (Bkjg.. Poor. Rooml 

Each of the five Road Operations 
Dtstrict Years 

1« tS RECORD S O U S OUPUCATIO ELSEWHERE? (If T«B. JDocrfr aonr or odVw 

9 1* K NO 

19. ACCESS RESTRICTIONS Or y*. & iOUMion<i> 

O W OX No 

it. Auorr RtonoiENTS 

H NOW 9 SUM 

17. IS AN INDEX SYSTEM USED? (tfyt crafty I M 

a. YD » No 

11. RECOMMENDED RETENTION 

50 years 

19. NAME ANO TITLE Of PREPARER 

D i a n e M c G e e h a n 

31 . TELEPHONE NUMBER 

222-7045 

TL OATH 

May 24, 1994 



l-'Ufcl . LUUKKi -H ibHUI f lYS 
iwyrgucTioHi — err* un rnmi * u r w w c rw» RUN em N « T 
REVISED RECORD SERIES. raftlttftO WITH RECORDS RETENTION 
saBUL£(00»*6-n 

T E L - 4 1 0 - 2 2 2 - 7 3 6 6 Oct 0 5 ' 9 4 

RfiCSRQS MANAC£UeNT 0MS1CN 
793 WATERLOO ROAQ 

•.aaoxM-jESJUP.wumju* am 

i 0 JKMm » m R 0 i J t c r 

i 0 : 0 9 N O . 0 0 5 P . 0 3 

Piga. 

2, DAMSON 1 UMT 

DEFINITION - Racsrtfa Sanaa • A groaa «f raiataO rtconJf nonnaUy «•*• tatf uurf a • unit far raferanca «a watt tt rttwdslt •*« dlttetllaa parao***. 

< RECORD SERIES TITLE 

Maintenance Management 

1 IARUIST YEAR / LATETEST TEAR 

198 3 TO 1994 

I RECORD SERIES DESCRIPTION (an*Uy OBBM Uta lypoa of irtemMtonaoamtanem found ut ma Sanaa. Incana tha outpost or furaaon of Da Sanaa! 

Records consist of planning, scheduling and recording road maitnenance work. Crew 
Day Cards are printed each month, filled out daily and are used to prepare future 
work plans and associated cost3. Information from these cards are entered into a 
computer Maintenance Management System and reports are generated to help prepare 
work plans and performances accomplished. 

7. RECORD SERIES FORMATS) 

a LgfiarSa* 0 Mosflm 

O Lac* Stea o Comeuiar Tapo 

S Sound BOOK 0 ROBOT On* 

O Aide too B Vfeao Tapa 

X Otnar (toactfy) MM.S Carrie, 

«. RICOR0 SERIES SEQUENCE 

0 

a 

AC QirortoiaojCM 

a Otogjancat 

a OBMTISoobM. 

L VOLUME 

1+ 
Nunoer 

a FttOrsMrls) 
0 McrotSn R*al (s) 

Conguar Tao* (t) 
OBiaKSflartW B o x 

10. ANNUAL ACCUMULATION 
a n a O i w « « ) 
a MIBOAram(I) 
a ComMir Tapats) 
X CCiar iSpacrfr) _ 

1 + 
Numoar 

Box 

11. n u t s used 

0a* cK uorarty 

11 PILE nCOMIS INACnVE AFTER 

1 a Moroni) oX Yawn) 

13. CURRENT LOCATtONfS) (BisU, Fioer. Room) 

Each of the five Road Operations 
District Ya rds 

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (X yta. «ac*V igancr or oflea) 

a Tm _ _ _ _ _ _ _ _ _ _ _ _ K No 

18. ACCESS RESTRICTIONS (If yes. ott b*Ml) 1 rmjummt) 

a Y-t cX NO 

It. AUOIT RIQURSMENTS 

& Nona o San a ii 

17. IS AM I NO EX SYSTEM USSB? (H yoa. mttm bnony VW 

a IMr. oXNo 

11. REC0MMEX08D RETENTION 

7 years 

11 NAME AND TITLE OP PREPARER 

D i a n e M c G e e h a n 

» . TELEPHONE MUM8ER 

222-7045 

ZL DATE 

May 24. 1994 

CCS 110- < 1 M V331 



-UB.WORKS-HIGHWAYS TEL ."410 
•REVISED RECORO SERIES. FORWAAQ WITH RECCROS RETENTION 
SCHEDULE (DOfrttM 

^22-7366 Oct 0 5 ' 3 4 
RECORDS MANAGEMENT DIVISION 

727! WATERLOO ROAD 
P.O. 80XOT-.IUaUP. MARYLAND 20714 

10 : 10 N o . 0 0 5 F . 0 4 

DEflMTlON . R w r t i S«rlM • A grave of rented reeorae normally 111*4 tad u<*4«» i unit for rttoenca a* wall n retantioa in* dttpotMea purpeeas. 

4. RECORD SERIES TrOE 

Snow & Ice Control Operations 

3. EARLIEST YEAR / LATETEST TEAR 

1990 TO 1994 

1 RECORD SERIES DESCRIPTION (Briefly desert* tha types of informmmfdaeumimtomK founa in mt Ssnes. inouo» tr* purpose or function of rr* Sows) 

Files consist of storm warnings and weekend forecasts, citizen calls for assistance and 
citizen calls for notification of hazardous conditions. Status reports for each storm 
are also retained for each storm. 

7. RECORD SERIES FORMAT(3) 

o X j m r S i n o Miaoftm 

aHjBdBJ $&• a Compuw Tape 

O Sound tax a fleecy Oisx 

a Auao Tese o Vtoso Tape 

1. RECORD SERIES SEQUENCE 

C^AbMBttOl 

Cj NUMACM 

s Oiunuwim 

0 Gaoarapncai 

I VOLUME 
rJCFle OnNtrts) 
0 Uieraflm Aatt (1) 
Q Comeoer Tap* (s) 
O OaarlSaaafVl 

3+ 
Nwnoar 

I I ANNUAL ACCUMULATION 
• FBeOrewar (J) 
0 MicroAm ftea (1) 
s Compuer Teons) 
a OmerrSoactVi 

.Mumper 

11. PILE IS USED (Seasonal ) 

C J X D B * ° Waauy 0 MontMy 

11 ALE BECOMES INACTIVE AFTER 

1 a Morants) eK Yurtt) 
Numoer 

11 CURRENT LOCATtONrS) (BkJo., Floor. Room) 

E a c h of thef ive Road Operations 
District Ya rds 

14. IS RECORD SERIES 0UPUCATED ELSEWHERE? (If yes. tptcrfy aoancy or offcs) 

a fa* * No 

15. ACCESS RESTRICTIONS (It ym, Ott l*w<i) 4 raguunon(s) 

a rm cK Mo 

11 AUDIT REQUIREMENTS 

cX Norn a San cj Poo** a iMepenoert 

17. IS AN INDEX SYSTEM USED? [If ye», eaten cnefty 904 
osecr&a any f»wi<rinMufV»»i) 

a Yta oX Na 

11 RECOMMENDED RETENTION 

7 years 

19. NAME AND TITLE OP PREPARER 

Diane McGeehan 

20. TELEPHONE NUMBER 

222-7045 

ZU DATE 

May 24, 1994 

33 5S0-» (Rmmm VS31 


